Revised 03/23/04
Chapter 4A. 416/417 Research Projects

NEW 4L16/ALT . . e 2-14
Next Available Project Number

Print Work 416/417 . . ... e e 15-16

Approval Of 416/417 . ... . e 17-19

DeetingWork FIles . ... e e 20-21

Work Status of 416/417 . . . ... 22-23

Modify ACLIVEAL6/ALT . . ..o e 24-27

CreatingaWork Record

416/417 Helpful Information . ... .. 28-31



Entering a New 416/417

A new inhouse project is required when aresearch project isinitiated due to newly appropriated
funding or a project has reached the termination date and needs to be replaced in accordance with
the Office of Scientific Quality Review. Itistheresponsibility of the Lead Scientist of the
project to provide the information for the new project in order to be entered into ARIS.

In order to enter a new inhouse project (416/417) follow the steps/screens below:
From the ARIS main menu, click on “Research Doc” (fig. 1). Then click on “Work” from the

Research Documentation screen (fig. 2) and a drop-down menu will be displayed with all your
options (fig. 3).
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(Fig. 3 - Research Documentation - Work)

To enter anew 416/417, from the “Work” drop-down list, click on “416/417 425 550A 421" and
the 416/417 Records List screen will be displayed (fig. 4). Any work records that are currently in
your work file will be listed here. To enter anew 416/417, click on the “ Add Project” button at
the bottom of the screen and a new project screen will be displayed (fig. 5).
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Enter the project information, starting with the mode code. The information should be entered in
the data entry area, not in the “header” line. List of Values (LOVs*“ V") and searching
capabilities (“?’) are available wherever you see designated symbols. Refer to Chapter 1 for
information on searching, LOV's, and drop-down menus. (Refer to Helpful Information, Pg. 28-
31, for descriptions and information pertaining to individual fields.)
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All basic project information will be entered on this screen. In addition, the remarks are located
here. Remarks are now unlimited with word wrap. NOT E: Remarks should summarize the
purpose of the project and changes being made. Remarks should help the readers understand and
easily see what modifications have taken place.

For inhouse “D” projects, the agreement number and award date will aways be left blank and
the Agreement with field should aways be marked as “None.” The Cooperators section should
always be checked “USDA.”

To find the next available project number, click on “Action” on the toolbar then “Find Next
Available Project Number” from the drop down list and alisting of all the projects currently in
the system in the designated mode code will be displayed. Click on the “Project No” heading, to
put the listing in descending order to allow you to see the last project number. Remember,
project numbers can only be used once. Even though a project may be terminated, its number
cannot be reused. (See Chapter 6 for more information on Next Available Project Number.)
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(Fig. 6 - Next Available Project Number Screen)



Once the next available number is obtained, jot it down and then return to the data entry screen to
enter the new number. (See Helpful Information, pg. 29-32 for other data entry information).

Next available project number is also available from the “Research Documentation” screen. Click
on “Work” on the toolbar, and then click on “Next Available Project Number.”

Once you have completed data entry on the “ Project Info” screen, click on the Obj/App/Key tab.
The system will automatically bring you to a blank screen to enter objective, approach and
keywords (fig. 7). Note: when entering a new project, the system does not prompt you to save
from the Project Info screen to the next screen. However, after moving from thisinitial Project
Info screen, it will prompt you to save each time you move to another screen. In addition, if you
go back to the Project Info screen to make modifications, it will then prompt you to save. Or, you
can click on the“disk” icon on the toolbar to save after data entry on the screen is complete.
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(Fig. 7 - Obj/App/Key Screen)

On the Obj/App/Key screen, the Objective, Approach and Keywords should be entered. These
fields are now much larger. Data for the objective and approach can be entered online or can be
copied and pasted into the appropriate fields. If entering online, the field will automatically word
wrap. One benefit of copying and pasting is using the spellcheck capability of the software
originaly used. At the current time, spellcheck is not available within ARIS. In addition,
scientific notation cannot be used.

In order to delete all information in the objective or approach, click on the “Clear Objective’ or
“Clear Approach” button. You can also modify the existing objective and approach by clicking
within each section and inserting/del eting information where necessary.



To enter keywords, click on the “Add” button under the Keyword section and aline will be
highlighted. Enter the keyword or keyword phrase. If additional keyword lines are needed, click
on “Add” and enter the additional keywords and/or phrases. To delete an erroneous keyword,
highlight the appropriate keyword line by clicking on it and then click “Delete.” The system will
prompt you to make sure you really want to delete the keyword. If it should be deleted, click on
“Yes.”

Thesaurus: Theinformation in the Thesaurus section is not added by field users. NAL indexers
will enter al the Thesaurus Keywordsin ARIS.

Collectively, the terms represent the "aboutness' or subject of the research. The purpose of these
termsisto provide a consistent terminology throughout the ARIS database so that searching for
research projects on the sametopic iseasier. A search on "pesticide residues’ in the Thesaurus
field will find every research project that is "about" pesticide residues.

ARS Scientists use the keyword field to describe the subject of their research, however, the
terminology is not consistent from project to project. For example, projects about agrochemicals
may have one of many keywords: "agrochemicals,” "farm chemicals,” agricultural chemicals,”
"agrichemicals,” or "agri-chemicals." There are many terms that you can use to say
"agrochemicals." A searcher looking for al projects about agrochemicals needs to search on each
of these termsin the keyword field in order to find al the research projects on thistopic. Since
the NAL staff assigns only the thesaurus term "agrochemicals" to al of these projects, it is easier
to find all the research projects on agrochemicals by searching the thesaurus term "agrochemicals"
in the Thesaurus field.
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Once al the data entry is complete, click on the “Investigators’ tab to go to the next screen. A
prompt will be displayed asking if you want to save the changes made (fig. 8). Click on Save and
thiswill bring you to the Investigator screen.
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(Fig. 9 - Investigator Screen)

In order to add an ARS Investigator, click on the “Add ARS Investigator” button at the bottom of
the screen (fig. 9). Thiswill automatically bring up alisting of all ARS scientists (Category 1 and
4) within the mode code (fig 10). Select or search for the scientist and click on “OK.” Thiswill
automatically insert the marked scientist into the Investigator screen (fig. 11). Enter the
associated SY time. Continue this process until all the required scientists are entered. One
scientist isrequired to be the Principal Investigator (Pl). Mark the box to the left of the scientist
who should be designated as the PI. Only one scientist can be designated PI.

The SY time can be anywhere from .01 to 1.00 per SY. The system will give an error message if
more than 1.00 SY timeis added on an individual project per SY. NOTE: Each individual SY
cannot exceed 1.00 SY time over al projectsin which they arelisted. All scientists, including
RL’s, should equal 1.0 SY time, on either one project or across many projects.
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Non-ARS Investigators cannot be added to inhouse projects. If you add a non-ARS investigator,
you must delete the investigator before you move to another screen.

To delete an investigator, click on the line with the investigator that needs to be deleted. Then,

click, “Delete Investigator.” The system will give a prompt to make sure you want to delete. If
correct, click “yes.”

Once al investigators are correct, click on the “STP/Codes’ tab to go to the next screen. STP
codes, National Program Codes and Regional Project Codes are added on this screen. NOTE:

National Program codes are entered only at the NPS Level. Field userswill be unableto enter NP
codes.
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To enter the STP code(s), click on the “Add” button in the STP Codes section, enter the 4-digit
STP code with the corresponding associated percentage. The STP description will be inserted by
the system. To add a second STP code, click on “Add” button again and the second line will
highlighted. Add the STP code and the corresponding percentage. Remember: STP codes must
equal 100%. There can be either one or two STP codes, but the total must equal 100%. If unsure
about the STP codes, click onthe“?” and alisting will be displayed, which you can choose from
or search for the needed code (see Chapter 1 for searching).
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If acodeisincorrectly entered, ssmply highlight the incorrect line, and click “Delete.” The system
will prompt you to make sure, then click on “Yes.”

The Regional Project number should be added in the last section. Click on the“Add” button to
add acode. If unsure, click on the “ ¥ and an LOVswill be displayed. Choose the appropriate
code, and then add the number and percentage associated. These codes do not need to total 100%,
and can be any designated percentage. Thisisnot arequired field. Every project does not have a
Regional code. (Regional codes are only entered on in-house projects that have an SY working on
adesignated Regional Research Project (RRP)).

Once the STP codes, and Regional Project code(s) (if needed) are complete, click on the “417
Codes’ tab to go to the next screen. On the 417 Codes screen the Basic/Applied/Developmental
percentages, Subject of Investigation (SOI), Research Problem Area (RPA), Field of Science and
Special Codes are entered (fig. 13).
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(Fig. 13 - 417 Codes Screen)
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To add the percentage of effort for each of the Basic, Applied, or Developmental research type,
enter the numerical percentage in the corresponding box. The total must equal 100%, either by
combination or by use of one.

To add the SOI, RPA, and Field of Science codes, click on the“Add” button under the subheading
“Classification” to highlight the first line in this section. Then enter the appropriate codes. |If
unsure of any codes, click on the“?” to see alisting or search for the needed codes (See Chapter 1
for Searching). Thereisno longer any class combination requirements. The only requirement is
that each group (SOI, RPA and FOS) of codes must equal 100% individually. (Total for al SOI
codes must equal 100%, etc.) The maximum lines allowed in this section is 10 lines.

Next click on the“Add” button under the Subactivity code section and add the appropriate codes.
The total of all subactivity codes must equal 100%. Then go to the Special Classification Section.
There are two required special codes for inhouse projects, Sustainable Agriculture (SA) and Farm
Bill Codes (FBP). Note: To search for Farm Bill Codes, in the query box, enter “%FBP%"to
retrieve the six Farm Bill codes. There can be one to six Farm Bill codes, and the combined total
must equal 100%. Only one Sustainable Agriculture code is permitted and must equal 100%.
Other codes should be entered as needed. BPM S special codes can only be added by the National
Program Staff.

Once al codes have been entered, move to the Fund Transfer screen by first returning to the List
screen. The Fund Transfer tab will appear and the project you just added will be highlighted.
Click on the “Fund Transfer” tab, and the fund transfer screen will be displayed (fig. 14).
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To add a fund transfer to the inhouse project, click on “Add Record” under the “Received Amount
by FY” section. The Accession Number and FY will automatically be entered by the system.
Enter the dollar amount to be received (no cents) and click on permanent or temporary. Total
amount of giving project(s) will be automatically inserted once the Projects Giving Funds Section
is added.

Next, click on the “Add Proj Giving Funds’ button at the bottom of the screen to add the giving
projects. Thiswill bring you to anew blank screen (fig. 15). Add the project(s) providing the
funds and the giving amount(s) by using the “?’ to select the appropriate project and then click on
“OK.” To add multiple projects, click on the fiscal year field below the last completed line to
activate additional data entry lines.

The system automatically inserts the giving projects and amounts into the initial fund transfer
screen (fig. 16). Remember: If receiving funds from outside your Area, prior approva must be
obtained from that Area before submitting the fund transfer.

In order to delete a project providing funds, highlight the line with the project that needsto be
deleted and click on the “Delete Proj Giving Funds’ button. The system will prompt you to make
certain you want to delete, then click on “yes.”

Remember: Receiving amount must equal the total giving amounts.
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(Fig. 15 - Fund Transfer - Projects Giving Funds Screen)

Once the fund transfer has been entered, the project entry is complete. Y ou can now go to thelist
tab and the project will bein your work file. From here you can print the 416/417 and/or approve
the project.
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Printing

To print the 416/417 from the List Screen or from any other screen, mark the project to be printed
and click on “Prints” from the Toolbar. A list of optionswill be displayed (fig. 1). Click on the
appropriate option.
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fon i ] code | _ status | _startbse | _Termbste |
: Accession PrEE“lNo _MJd_ecode Status Start Date Term Date
M| oo4s308 [oioi [sssss|oos oo [p o [oifoifocfoo [revision  fos/oi/zoo0  Jo7/3i/zoos A
r oo049113 o500 |oooog (ool oo D go5|0ojoo)o0 |Revision 10/01/1997 a9/30/2002
r 0142720 gsoo |ooois|ool oo D gSjoojoojo0 |Revision 01/09/1998 01708/ 2003
r 0404474 1230 |21Zz0|091 |00 |D 1z2|30|05[00  |WNew 01/01/z001 01/01/z002
r 0404335 1935 |4Z000|044 |00 | 19|35|25[00  |MNew 11/17/z2002 11/16/2004 | 1
r 0405116 3625 [21000)031 |05 |R 36|25|12|00 |Pending az/0z/z002 ag/01/2002
r 0404420 3655 |Z1000)ozs |09 |T 36|55|30|00 |Pending 1z/01/z000 11/30/z002
r 0404422 5302 |zzZ000|004 |05 |5 53|02|15]65 |New 10/01/z001 03/30/ 2005
r 0405157 |5306 |22000|016 |00 D S53|06|1500 |New 0z/0z/z002 0z/01/2007
r o40z2116 5325 |3zo000|00z oo D 53|25)|23|00 |Revision 1z2/01/1995 11/30/2002
r 0404195 5325 |21000)|00e 01 |R 5325|132 |00 |Revision 10/01/z000 03/30/ 2005 ;I
Add Project Delete Project Approve Multiple 3416 |
-
J ||
Record: 177 | | | | | |
| chaptda wpd [I%AB & Insert | Pa15Ln 453" Pas 1"
histan| | Baliont | AR | [Emic. | Beou| £0ec.|[Gor R wor | [BNI OO 121 M

(Fig. 1 - List Screen with Print Options Displayed)
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Adobe Acrobat will launch and will alow you view the project or print. To print, click on the
“Printer” icon on the toolbar or click on “File” and then “Print.”

Eg’iﬂlacle Developer Forms Runtime - Weh _ O] x|
oric ch iy g - Wiark
File http: //arisapp.ars.usda. gov/ascii_out/JCSTETKA20020227023358. pdf - Microsoft Intern.... =] E3
Q% J File Edit “iew Fawortes Toolz Help |ﬁ [ |
— »
Al = 5 D AN N BENE- R RS ES B > =
E— Back Fansard Stop  Refresh  Home Search  Favortes  History tail Pirt L IREViSEd vl |~ |
) JAgdrass I@ hitp: arizapp. ais.usda. gov/asci_out AICS TETKAZ0020227023358. pdf j @Gn |J Links ** I
gnstures
= EEIEEREY IR R R 1A
rm Date
r | @k - @||3 @ 05 - 1/z005 &
- [—— i . S | EECEE
r e e = |0/2003
r -~ |g/zo03
r 1/2002
e 5/2004
il /2002
=l E 0/2002
s 0/2005
r = Tnhouse sppromriated 1/2007
Il CONTROL OF FEREWNIAL AND ANNIRL WEEDS UMERELLA  FROJECT 0/2002 v | -
HATICHAL PRCGRAM STAFF
NATICNAL PROGRAN STAFF
NATIONAL PROGRAM STRFF hd|
FJ 0 4] 1ot kM BExtin O = m 4] I
|@ Done lilila Internet é
Recard: 1/1 I ul | \ [ |
|@ Applet started. yililo Irternet

i;StanI“ &Group..l *Lighls..l Ef|RMIS | me... | Micros...l @Dracle...l @Dracle..“@hltp:_._ ||T%N<E|§ED.® 2:36 PM

(Fig. 2 - Adobe Acrobat Launched to Print)

Printing options include:

Name of Print Description

Exec- Page 1 First page of 416

ADA416 - Page 2 Second page of 416

AD-417 - Page 3 417 only (coding)

All Pages Complete 416/417

Effect Page Shows before and after effects of coding on
permanent fund changes (only availablein
work file)

Fund Transfer Fund transfer page only

Printing Approved Official Projects

Once projects are fully approved and active, follow the same instructions above to print the
Approved Officia Project from the Activefile.
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Approving the 416/417

Once the project has been approved by the appropriate persons, from the Work File List screen,
mark the project to be approved and then click on the “ Signatures” tab.

Eg,al]lacle Developer Forms Runtime - Web

File Edit Action Eecord Eorms PFrints Window Help

SIXDD @4 b PIGH §

R's 416/417 Records
483 proj [0301 [55988 (001 00D | Acen 0126410 Modecode [03 [01 |01 [00 | Status [Revised 15

List [ Project Infa Ohjisppiey Investigators STRICodes 417 CODES  Fund Transfers Resp Team Signatures
Accession | Proiect Ho | | Modecode | Status | Start Date | Term Date |
fv [ 0146410 [0301 [sBEes(oni [oo [p [os[oifoifoo [Revision | [10/01/z001 | [09/3D/z0DE |4
™ [ oaosos7 [osoo [oooss|oot [oe |6 [os[oofoofoo [Revision | [oss/oi/z001 | [09/30/2004
™ [ 0ao0s5z54 (1230 [ziooo(oze (o1 (s [12[30/05[00 [Revision | [09/01/z001 | [D&/31/2004
™ [ oao7sss [1z3o [ziooo(oze [oz [T [12[zofosoo [Pending [07/01/2003 | [12/31/2008
™ [ oansess [1230 [21000(o3z [o3 (s [12[z0fos[oo [Revision | [07/31/2002 | [07/31/2008
[ oansess (1230 [ziooo(osz (o2 (s [12[s0f[os[o0 [Rewision | [07/0z/z00z | 0770172008  —
[ oan7szs [1230 [21000(0ze Joo o [12[zofos[oo (Mew [07/01/2003 | [06/06/2008
™ [oaosszs [1230 [2zooo0(oiz [or (3 [12[sofos[oo [Revision | [07/01/2002 | [0v/31/200S
I [ 0a05953 (1230 [zzooo([oiz [0z (s [12[30/0500 [Revision | [07/01/z002 | [07/31/2005
™ [oaosese [1230 [2zo00(oiz (o3 (3 [12[sofos[oo [Revision | [07/31/2002 | [07/31/200%
[ o4ns707 [1zas [szooo(o4o [oo o [12(as[is5[o0 [Revision | [07/i6/200z | [04/30/2004 |5
Add Project | Delete Project | Approve Multiple 416s |
| =
1| | D

(Fig. 1 - Work File List Screen)

The blank Signature Screen will be displayed (fig. 2). Add the appropriate signatures.

The Research Leader, CD/LD/DAD, and ABFO signatures are added by typing in Last Name,
First Name, MI, and Suffix. The PAO and Area Directors require a signature code, and the Area
Director requires apassword. Once the names or codes are entered, enter the date of approval,
whether the project is approved or disapproved, and password if required.
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I Egal:llacle Developer Forms Runtime - Weh

ation System (ARIS) - Work

File Edit Action Record Forms Prints Window Help

S[=] E3

| S R0 [T € | GT & B
AR|§ 416/417 Records
E’_’:ﬁf_“ Proj [0500 [01010 [o0t [00 [0 Acen [0204796  Modecode [0S [00 [00 [00 status ftiew =[]
List I Praoject Infa | Ohjisppikey | Investigatorsl STRICodes | 417 CODES I Fund Transfersl Resp Team Signatures |
Title Hame(Last,First,MI,Suffix) Date Approve Digapprove Password
Research Leader | | |_| | r r
CDADDAD I I I—I I r r
Aro ! I Tl | roor
Pao | a2l I I | r r
Area Director | 2| | | | | r r I
Headquarters
Weea [ gl | | [ | r r L
weez | ] | I | r u
wees [ 2] | [ | r r
Bems [ g | | I | r r
aoa [ 2] | [ | r ro
Clear Signature I
Record: 11 = .. |Listofvalu... | | [
| chaptda wpd mAB &h  Insert | Pg 16 Ln 1.75" Pos 3.93"

iﬂSlarl”J $Lights...| Ef1RmMIS | Micros...l RWord_..I @Dracle...”%ﬂ:ac.._ @Group...l

(Fig. 2 - Signature Screen)

Once al signatures have been added, click on the “List” tab. The system will prompt you to save
your changes. Click on “Save’ and the list screen will be displayed, and your project will no

||%N<9£EZ)Q@ 10:40 &M

longer be in your Work file. If you go into “Status’ you will see the project has moved to the

next approval level. (Seepg. 23 for Work Status).

Approving Multiple Projects

To approve multiple projects, from the “List” screen, mark all the project you wish to approve
and click on “Multiple Approval” at the bottom of the screen (fig. 3).

18



! 23 Oracle Developer Forms Runtime - Web o=l
@ Agricultural ch Informatio [ ork x|
_ Eile Edit Action Record Forms Prints ‘Window Help |
x
| 260D (G« 4 » b |G|
R|§ 416/417 Records
I pro[s325 [zz000 [017 o1 R Acen [0402488  Modecods [53 [25 [23 [00  Status |[Revised = =1
List I Project Info | Okl/Appicey | Investigators | STPiCades | 417 copEs | Fund Transters | RespTeam | signatures |
Accession Project Ho | _Modecode | Status | __ start Date Term Date
" [ ooso3os [oio1 [sssssfoos oo [o Joifoifoofoo [Revision  Jossoiszooo  [ov/siszoos 2
I~ [oavsave [1z30 [zizzofosr (oo [o [iz[sofosfoo [uew 01/01/z001  [01/01/200z2
[~ [0a04335 [1935 [4zo00(o4d (oo o [1s[a5[zs[o0 [uew 1171772002 [11/1672004
I~ [oaosiie [3825 |ziooofosr [o5 R [36fzs[iz[o0 [Pending Dz/02/z00z  |D6/0D1/2002
I~ [oaosazo [3655 |ziooofoze [os [T [36[s5[50[o0 [Pending 12/01/2000 |11/30/z002
[~ [oavsazz [ssoz [zzooofood (05 |=  [ss[oz[is[es [uew 10/01/2001  [09/30/2008
I~ [oaosie7 [ssoe [zzooofois (o0 o [ss[oe[is[oo [uew 0z/02/2002  |02/01/2007
I [oaoziie [sszs [szooofooz (oo [p [ssfzs[zsoo [revision 12/01/1998  [11/30/2002 L
¥ [Daoaiss [sazs |ziooo|ooe 01 R [S3[z5[3z[o0 [Revision 10/01/2000  [09/3072005
[ oaozaes [sazs [zzooofoi? [01 [R [s3fz5[a3foo [revision 12/14/1998 |[12/13/2003
I~ [oaosieo [s3a1 [s1410fooz [05 |6 [s3faifos[oo [uew 02/01/2002  [01/3172007 = |
Add Project Delete Project Approve Multiple 16s__ |
|Record: 107 | o | | |
= =
chapt4a.wpd Is Al et | Pg17 Ln 8.2" Pos 2.36"

start| | BaLights... | ZAMIS .| ElMicros..| K word.. | &]10macle.|[ & 0rac.
(Fig. 3 - List Screen - Approve Multiple 416s)

The signature screen will be displayed (fig. 4). Enter the appropriate signatures and then click on
“Approve’ at the bottom of the screen. Once approved, you will be returned to the “List” screen.

I Egal:llacle Developer Forms Runtime - Web
=

LB gricultural R

arch Information arT - \Work
Eile Edit aAction Record Eorms Brints ‘Window Help

[EBNG P ®ER 11228

M= ES

|ELEd)

(Sl (&9 4 » » |G &

RIS 416/417 Records
g atd

proj [5325 [2z000 [017 [01 R

Acen [0202455

Modecode [53

[z5 [43 oo

Status IREvlsEd

=

|

List | Profctinfo | Obirppidey | investigators | sTRicades | 417 CoDES | Fund Transters | RespTeam  Muliple App I
Title Hame(Last,First,MILSuffix) Date Approve Disapprove Password
Research Leader [ [ [T [ r -
CDALDDAD | | I | r r
ABFO | | [ | r r
paol 2l | [ | r r
Area Director I__?J | | | | | - r l—
ter
Lt [ o | I [] | r r
w2 [ o I [] | r L
ws [ | [ I r r
sems [ o] [ [ I r r
aoa [0057 2| [ETETEL [riie [T [oz/1a/zo02 W - [
Cancel

Record: 111 ] o

chaptda wpd
M Start| | B Lighes...| AfIAMIS .| EEMicros...

[INAB S Insent

RWOId.. I@Dracle..”@ﬂlac.._ @Group..

(Fig. 4 - Signature Screen - to Approve Multiple 416s)
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Deleting Work Files

In order to delete erroneous or unnecessary work files, go to the List screen in your Work file.
Mark the project that needs to be deleted (fig. 1). Click on the “Delete Project” button at the
bottom of the screen. The system will prompt you to make sure you really want to delete. Once
you click on “Yes,” the system will display abox that says “Project Successfully Deleted (fig. 2).
Click on “*OK” and the project be deleted from your Work file.

I Eg_;gl]lacle Developer Forms Runtime - Web [_ O] =]

1 ?:E Agricultural Research Information System {(ARIS) - Wark

X

File Edit Action Record Forms Prints Window Help

| SR &[aadr »[HH &

RI§ 416/417 Records
400 proj [1230 [32000 [001 [00 [0 Acen [1303430  Modesade |12 [30 [15 [00  Status [New = ||z
List | Praoject Info |ObjIAppJKey | Investigatorsl STPICodes | 417 CODES | Fun Transfersl Resp Team | Sigratures |
_Accessionl Prlﬂs‘m | Modecode I Status Start Date I Term Date I
r 0049308  |0101 |38888|008 |00 D 01|01j00jo0  |Revision 08/01/2000 07/31/2005 &
r 0404796 |0500 |01010j001 oo |D 0s|oojoojao INEW 01/01/z002 01/0z2/2003
r 0404474 1230 |212z0|091 o0 |D 12|30)05|00 |New 01/01/z001 01/01/z002
v 0404430 1230 |32000|001 o0 (D 1z|30)15|00 INew 11/15/2001 11/14/2002
r 0401017 1275 |21000131 o0 (D 12|75|11|00 IReviSiDn 06/09/1997 0s/08/z002
r 0405354 1931 210000592 |00 |D 15|31jos|00 |New 04/01/2002 03/31/2007
r 0404335 1935 |42000|044 |00 |D 19|35|25|00  [WNew 11/17/2002 11/16/2004
r 0405116 3625 |21000j031 |05 |R |36|25[12)|00 |Pending 0z/0z/z002 0g/01/2002
r 0404420 3655 |21000|023 |09 |T |36|55[30)00 |Pending 1z/01/2000 11/30/2002
r 0404422 5302 |Zz000)004 (05 |3 S53|02|15|65 |Hew 10/01/2001 09/30/2005
r 0405187 |5306 (22000 (016 |DD I S53|06[15|00  |New 0z/0z/z002 0z/01/z007 LI
Add Project | Approve Multiple 416s |
I
Record: 11 || 2| [
| chaptda.wpd [ISABE: Insett | Pg1&Ln1.37" Pas 1"

ghstart| | Eorougiv..| B Lightspe. | AJAMIS Pr.| [EMicrosot..| R wordPe. | &10mckF.|[&orme. |[HBNE H®OE 217r0
(Fig. 1 - Work File - List Screen - Deleting a Project)

Don't be afraid to delete work files. You will not harm the Active Files. The work record is only
acopy of the Activefile. However, if you enter anew project and it has not gone to the Active
file, the information will be permanently deleted.
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416/417 Records

| chapt4a. wpd

iaSlall”J QGroupW’...I *nghtspe...l Ef|RMIS F'r...I

(1% AB &

Mlcrosof...l Ew’ordpe...l @Dracle F

Insert

Proj [1931 [z1000 |05z [oo |o Acen [0405354  Modecode [15 [31 [0S [00  status [Mew = |[=]
List | Project Info I Cbjiapptey I Invesﬁga{orsl STP/Codes I 417 CODES I Fund Transfersl Resp Team I Signatures I
_Acces n Project Ho | Modecode Start Date Term Date I
r 00429308 0101 85585 |008 |00 ID oljoljoojoo Re 0s8/01/2000 07/31/20085 =
I~ [baoavee [osoo Joioiofoor [oo o [;eel;;laclee fuew 01/01/2002 |01/02/2003
L 040424743 1z30 |z1zz0 |091 (OO 01/01/2001 o01/01/2002
I 0401017 1275 |z21000 131 |00 Q FProject successfully deleted 06/09/ 1997 06408/ 2002
~ 0405354 1931 |21000 |09z oo 04/01/2002 03/31/2007
L 0404335 1935 |4zZ000 |044 |00 11/17/z002 11/16/2004
r 0405118 36Z5 |21000|031 |05 0z/02/2002 060172002
r 04044z0 3655 |21000 |08 |09 T 36|55[z0j00 Pending 1z/01/2000 11/30/2002
L 0404342z 5302 |ZzOO0O 004 |05 S S53|0Z|15|e5 |New 10/01/2001 09/30/ 2005
r 04051587 5306 |Zz0O00 |016 |00 D S53|06[15[00 |New 0z/02/2002 0z /0172007
r 0402118 S53zZ5 |3z000 |00z oo D S53|z5|23 |00 Fevision 12/01/1998 11/30/z2002
Add Project I Delete Project I Approve Mukliple 4165 I
)
-
J O
Record: 57 [ [ [ |

| Pg1ELn 214" Pos 2.44"

" %Dlacl.._

(Fig. 2 - Work File - List Screen - Project Deleted)

21

|[FBNG S 221 P



Work Status of 416/417

The Work Status section of ARIS is used to check the status of submissions/project actions at all
levels. If aproject appearsin Work Status, the approval processis not complete and the action is
not in the Active File. Only one work copy of an active file can be in the work file at any time.
Therefore, if aproject isin work status, then awork copy cannot be made from Active since the
work record is aready somewhere elsein the process of being approved for another action.

From the ARIS Main Menu, click on Research Documentation. Then click on “ Status’ on the
toolbar and on “416/417 425 550 421,” if you wish to check on a416/417 (fig. 1).

[=3 Oracle Developer Forms Runtime - Web
3 -

GUIEY YWork Reference Tables Eepors
Bra417 425 9504 421

425 Only

114

TINS

T ER

]

Eunding

Research Documentation

I

|Record: 111

AP L

chaptda.wpd

[I8AB & Insett | Pa19Ln 156" Pos 1"

@hstan | | Boeu | Bavioh | ZfAM | EiMier | B wor | &70me |[&or [EBNGDOS®E 2z

(Fig. 1 - Research Documentation Screen)

The List Screen will be displayed for al projects currently in the work file at al levels (fig. 2).
The following is alisting of the possible submission status:

RL Levd:
CD/LD/DAD:

AREA Levd:

NPS Level:

NPS Approved:
AREA to OVERNITE:

PAO Level:
BPMS Levdl:

Project isin the RL level workfile

Project isin the Center Director/Location Director/Deputy Area
Director level workfile

Project isin the Area Level workfile

Project isin the National Program Staff workfile

Project action has been approved and will be official (Active) the next
day

Project action has been approved and will be in the official file the next
day

Project isin the HQ or Area Contracting Section workfile

Project isin the Budget and Program Management Staff workfile
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RIS 416/417 Records
ol hd Proj [0101  [58885 008 [00 [0 Acen[0045305  Modecode [01 [01 [00 |00 status [Revision =] [[a]
List I Proj Info | OhbjiAppkey | Investigatorsl STRICodes I 417 Codes | Fund Trans | Reszp Team | Signatures I
Accn Ho | Project Ho | Modecode_l Submizsion Level I Date Mod | User | PF |

l_. 0049308 | 0101 | 83885 | 005 | OO0 |D Dl Dl DD NPS Lewvel DEI,-" 15/2000 |AMF F -

[T| o1asa23 | 0310 88882 | o001 | oo |0 |o3|10|o0]o0 10/24/2001 |AMF i

[~ | 04o4vsz | osoo | oooos | oo1| oo |p |osjoojoojoo hpproved 0z/1z/z002 |JCSTETE |M

[~ | 040479e | 0500 | 01010 oo1| oo [p [osjoojoojoo [wPs Lewel 0z/13/2002 |JCSTETE. |M

["| 0405071 | 1201 | 21000 | 007 | oo |0 |1z|oi|iojo0 |PL Lewel 12/06/2001 |TSOCKES i

[~ | 0403162 | 0so0 | oooo7 | oso| oo |0 |12|30|05|00 |RL Lewel 01/28/2002 |JERADSH

| 0403467 | 1230 z1000| oze| o1 |1 [12|z0jo5[00 [aEFO Lewel 09/28/2001 |ile

7| 0goz1s1 | 1230 21000 | 030| 04 R |12|30|05|00 |AEFO Lewel 06/29/2000 |LMF

["| ogos5z61 | 1230 21000 | 038 | oo |0 |12|30|05|00 |RL Lewel 0z/01/2002 |KSEBEAEER |M

| 0404474 | 1230 z12z0| 091 oo | [12|zojos[o0 uPs Lewel 11/26/2001 |TS0OCES T

[~ | 0404450 | 1230 21000 | oze| o6 |5 [1z2|z0|10jo0 |CD/LD/DAD Level 0z/01/2002 |KSEBEAEER |M

| 0405209 | 1230 21000 | co1| oo | [i1z|zo|is[o0 |CD/LD/DAD Level 01/28/2002 |JERADSH |M

| 0404765 | 1230 z1zz0[ ooa | oo | [12|sofis[oo 06/z5/2001 |LMF T j

Record: 1/7 [ o | |=08C= [
| chaptda.wpd [IMABE  Insett | Pg19Ln7.89" Pos 1"
hstan| | Boou.| Balign. | ZJAML. | EMe. | B war.| E0ee.[[£or.. BN OO 27

(Fig. 2 - Work Status - List Screen)

Other information provided on the Work Status List Screen includes:

Accession Number, Project Number and Mode Code for each project.

Date Modified: Thisisthe date the last user modified the project.

User: ThisisthelD of the User in which the project is currently located.

PF: This indicates whether the project has been printed at the level whereitislisted. “N”

indicatesit has not been printed and “Y” indicates it has been printed.

From Work Status, you can view the projectsin their entirety and/or you can print (See Chapter 2
on Printing). Y ou cannot modify projects while they arein “Work Status’ at any other User’s
level.
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Modifying an Active 416/417

The Activefile contains all existing approved projects. Modifications can be made to a 416/417
by creating aWork record (copy) of the project from the Active File. There can only be one
project action in progress at atime.

To create awork record to modify a project, from the Research Documentation screen, click on
“Active’ and then on “416/417 425 550A 421" (fig. 1).

421
<]

114
TINS

Audit

=]
J %
Record: 11 | | | | | | =
|;apl4a.wpd [ISAB S Insett | Po27Lnz14" Fos 526"
start| | B Liohts. | AJAMIS .| [ElMicos. | K word.. | £10racke. |[& 0rac... §Group.. | BN OSSR 11358

(Fig. 1 - Research Documentation Screen)

A Query screen will be displayed (fig. 2). Enter the information to retrieve the needed project(s).
Then click on the “Execute Query” icon on the toolbar or you can click on the word “ Query” and
then click on “Execute.”
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(Example: Query isfor all inhouse appropriate projects “D”, currently active, in mode code 05)

Egil]lacle Developer Forms Runtime - Web

|
_[0] %]
e o
Tgm Agricultural nforme =

RACLE
=
Eile Edit Eorms Query Prints Reports Help
x
SR DI T GEl P 2
ARIS 416/417 Active Projects
= iid
Query [ Additionsl Query
Accession Modecode [0S [ [ [ |
Project Ho Project Type |D icd|
Status [ active [C Pending [ Unfunded [ Terminated [ Expired
Project Title |

Start Date |

Term Date |

Scientist Year FY

Current Dollars |

ol

G
(Fig. 2 - Query Screen - Query for al active “D” projectsin Mode Code 05)

Note: In order to select the project type, click on the “?” and a Project Type screen will be

displayed (fig. 3). Check all the boxes that apply and click on the “Accept” button. The Project

Types will then be inserted in the query screen. Or, type directly in the project type field. If more
than one Project Type is being queried, separate them by a semicolon (D;S;G)

|
[ Oracle Developer Forms Runtime - Web M [=1E3

File Edit Forms Query Prints Reports Help

SIXDDIS GBI E?

ARI 416/417 Active Projects
i e
Lo mmi—
Query Agditional Query
Accession

Modecode |05

[" B-Reimbursable [ T-Trust [ m-Hou
[ S-Specific Cooperative Agr | C-Contract [ G-Grant [ N-NFCA
[~ A-General Cooperative igr | P-PL-480 [ ¥-Other
Accept ‘ Cancel
STTETST TE

ORACLE

dl

(Fig. 3 - Project Type Query Screen)
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(Fig. 4 - List screen obtained from query)

Oncethelisting is displayed (fig. 4), mark the project(s) in which awork record is required.
Then, click on “Action” on the toolbar, and * Create Work Record.” A message will be displayed
asking “ Do you want to continue creating work records?’ (fig. 5). Click on “yes’ and a message
will then be displayed “Marked Record Processing is Complete” (fig. 6).
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(Fig. 5 - List screen - Creating work record)
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(Fig. 6 - List screen - Creation of work records compl ete)

The system automatically creates awork record in your Work File. Exit the Active File and go
into your Work File to modify the project as needed. Once al the modifications are complete,
obtain approval from the appropriate persons, and approve it to move to the next approval level.

| Pg 23Ln7.07" Pos 1"

|[EBBN< e ZER 1200Pm

Remember: Always indicate in the Remarks section (under the Project Info tab) what

modifications have been made.
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Helpful Information/Coding Requirements

Accession Number System generated, non-modifiable. Thisisareliable number to
guery because the accession number will never change during the life
of the project.

Location Code System defaults to user’s location code, non-modifiable.

Mode Codes Mode codes represent the Areas, Locations and Management Units
of ARS. Each set of two numbers represents the following:

1% two digits = Area

2" two digits = Location

3" two digits = Center, Laboratory or Management Unit
4™ two digits = Management Units

Example: 6208-05-10, where 62 = Southern Plains Area; 08 =
Lubbock, Texas,; 05 = Cropping Systems Research Laboratory; and
10 = Cotton Production and Processing Research Unit.

Status The available status options include: New (N), Revision (R),

Expired (X), Terminated (E), Pending (F), or Unfunded (U)
Project Type D = Inhouse Appropriated

S = Specific Cooperative Agreement

G = Grant

A = General Cooperative Agreement

C = Contract

R = Reimbursable Agreement

T =Trust

X = Other

M = Memorandum of Understanding
N = Nonfunded Cooperative Agreement
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Project Start

Project start options include:

Normal Progression - used for establishing new inhouse projects
and/or replacing existing inhouse projects.

Budget Increase - used for inhouse projects established due to
program increase funding.

Extramural 550A - used for specific cooperative agreements,
contracts, grants, memoranda of understanding, and nonfunded
cooperative agreements.

External funding - used for incoming funds from reimbursable or
trust agreements.

Headquarters funding - used for inhouse projects established from
headquarters funding.

Project Number

The project number consists of five coded e ements, structured as
follows: a-b-c-d-e, where a=location (4 digit location mode code); b
= objective/approach code(s) (STP); ¢ = sequential number; d =
project linkage code; e = Project type identification (D, R, S, T, C, G,
M, N, A, X).

Start/Termination Date

Proposed start and termination dates of the project, entered as
MM/DD/YYYY. Theduration of the project is system calculated
based on these dates. The maximum allowable duration for any
project isfive years (60 months).

Performing
Organizations
(Department and
Institute Codes)

For Project Types“D”, “R”, and “T” - the system defaultsthe ARS
location Institute code and it must always be ARS. For Types S, G,
M, N, C, and A - the Institute code of the outside institute is entered,
and isnever ARS. Performing Department is not arequired field,
andisonly used for S, G, M, N, C, and A. The Department within
the Institute of the outside organization should be entered. Once the
code is entered, the system will automatically generate the name. If
the required code(s) is not found in the database, contact your Area
Program Analyst to get a new code established.

Research Facilities

Indicates type of agency that controls the office in which the research
will be conducted. The options are: Federally owned, Federally
leased, Combined, State, or Other.

Research on Campus

Indicatesif the Principal Investigator islocated on a college or
university campus. (Options: Yes or No)

Cooperators

Indicates the cooperators associated with the project. This appliesto
al projects, except inhouse “D”. (Inhouse should be designated as
1] U SDAH )

Agreement Number

The Agreement Number isrequired on all projects except “D”. Itis
entered when the project is executed.
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Award Date

The Award Dateis required on al projects except “D”. It isentered
when the project is executed.

Agreement with?

Applicable for Extramura Research projects (S, C, G, M, N, A).
Optionsinclude: SAES - agreement with a State Agricultural
Experiment Station; Other; or None. For “D” projects, it should
aways be “None.”

Remarks

The Remarks section is used to document the purpose of the action,
whether an existing project or establishing a new project.
Information should include all changes made, such as fund transfers,
extensions of time, modifying codes, establishing a new project, etc.
Remarks have been extended from the previous 3 line limit and has
word wrap capability.

Investigators

Enter a“P’ next to the investigator designated as the ARS principal
investigator on the project. The Principal Investigator will propagate
to the 550a as the ADODR, if the projectisan S, C, M, N, or G.
Thereisno limit on the number of investigators. All ARS scientists
entered must be Category 1 or 4. (For inhouse projects, only ARS
SYscan belisted. For other project types, non-ARS investigators
may be listed.)

Objective

The objective has wordwrap capability and can be a maximum of
3200 characterslong. Reminder: Do not use scientific symbols-the
system will not accept them in the proper form.

Approach

The approach has wordwrap capability and can be a maximum of
3200 characterslong. If the project has the BRCOM code in Special
Codes, the last line of the approach should include the BL level and
date of certification.

STP Codes

Minimum of one STP code is required; a maximum of two are
allowed. STP codes must equal 100%. STP codes affect the project
number. Therefore, if thereis achangein the existing STP codes,
the project number could potentially change as well.

Activity Codes

Minimum of one code is required, minimum 10% each, maximum of
10 codes dlowed. Must equa 100%.

Subject of Investigation
(SQI); Field of Science;
Research Problem Area
(RPA)

Minimum of one code is required, minimum 10% each, maximum of
10 codes dlowed. Must equal 100%. Thereis no class combination
restrictions.

Specia Classification

See Coding table below for specific restrictions/requirements. All
special coding must have a minimum of 10%.
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Basic/Applied/
Developmental

Use any combination of the three to equal 100%; minimum 10% and
must equal 100%

National Program Code

Can only be entered at NPS level. The three percentage
combinations alowable are: 100%; 70/30; or 60/40. Always must

equal 100%.
Special Code Requirements/Restrictions

BARD Code Should always be 100%.

BC Codes Can have a combination of BC codes. Minimum of 10%
each, combination cannot exceed 100%.

BPMS Codes Can only be entered at NPS level. Can have a combination of
BPMS codes. Minimum of 10% each, combination can
exceed 100%.

BR Codes Can have a combination of BR codes. Minimum of 10%

each, combination cannot exceed 100%.

BRCOM (Biosafety)

Minimum of 10%, cannot exceed 100%. If the BRCOM
codeisused, BL level and date of certification/recertification
must be in the last line of the Approach Section of the 416.

BT Codes Can have a combination of BT codes. Minimum of 10%
each, combination cannot exceed 100%.

BTER If BTER isused, must aso have at least two BT codes listed
on the project.

CRADA code Must equal 100%.

CRG code CSREES Competitive Grants should be coded 100%.

Farm Bill Codes

Required on all “D” projects. Can have a combination of
FBP 1 to 6 codes. Minimum of 10% each, combination
cannot exceed 100%.

IPM Codes Can have a combination of IPM codes. Minimum of 10%
each, combination can exceed 100%.

PC Codes Can have a combination of PC codes. Minimum of 10%
each, combination cannot exceed 100%.

PST Codes Can have a combination of PST codes. Minimum of 10%

each, combination cannot exceed 100%.
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Sustainable Ag Codes (SA +/-)
Determined by Worksheet

Required on all “D” projects. Only one code allowed and
must equal 100%.

X1890

Cannot exceed 100%.

All other Special Codes

Minimum of 10% each. Combination of codes can exceed
100%.

NOTE: See Chapter 13A. for more information and descriptions of Special Codes.
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